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LIMITED WARRANTY 
OF USER-REGISTERED 
AND LICENSED SOFTWARE PRODUCTS 
MANUFACTURED OR DISTRIBUTED BY 
THE SOFTWARE GUILD, INC. 


THIS WARRANTY IS NOT EFFECTIVE UNLESS THE 
USER-REGISTRATION CARD IS RETURNED TO 
SOFTWARE GUILD INC. WITHIN FIFTEEN (15) DAYS OF 
PURCHASE. SOME STATES MAY NOT ALLOW THIS 
LIMITATION, SO THIS CONDITION MAY NOT APPLY TO YOU. 


The Software Guild Inc. (Guild) guarantees the 
accompany ing software product to be free from defects in 
materials and workmanship, for a period of three months. 

‘“Software product’ shall be defined to include the documentation 
and media (ie. magnetic disk, cassette etc.), as well as the 
program recorded thereon. 


Should the software product be found defective in materials or workmanship dur- 
ing the three month guarantee period, Guild or retailer will promptly replace pro- 


duct free of charge. THIS WARRANTY IS CONDITIONED AND LIMITED BY THE 


FOLLOWING PROVISIONS: 

1) THIS WARRANTY SHALL APPLY ONLY TO THE ORIGINAL CONSUMER- 
PURCHASER AND SHALL NOT BE APPLICABLE TO. ANY SUBSEQUENT TRANS- 
FEREES. 

2) THIS WARRANTY SHALL APPLY ONLY TO DEFECTS IN MATERIAL AND 
WORKMANSHIP AND IS LIMITED TO SUCH DEFECTS ARISING IN THE COURSE 


OF NORMAL USE, SERVICE, AND STORAGE CONDITIONS. FURTHERMORE, | 


GUILD MAKES NO WARRANTY OR GUARANTEE TO REPLACE ANY PRODUCT 
WHICH HAS BEEN ACCIDENTALLY DAMAGED OR SUBJECTED TO ABUSE, 
MISHANDLING OR MISAPPLICATION. NOR SHALL SAID WARRANTY OR 
GUARANTEE APPLY WHERE PURCHASER HAS ATTEMPTED TO USE THE SOFT- 
WARE PRODUCT CONTRARY TO THE TERMS OF THE USER LICENSE OR THE 
INSTRUCTIONS SET FORTH IN THE DOCUMENTATION OR CATALOGUE DE- 
SCRIPTION OF THE PRODUCT. | 

3) PURCHASER SHALL RETURN ANY DEFECTIVE SOFTWARE PRODUCT TO 
EITHER THE AUTHORIZED DEALER OR RETAILER, FROM WHOM THE PRODUCT 
WAS PURCHASED, OR TO SOFTWARE GUILD INC. PURCHASER SHALL BEAR 
THE EXPENSE OF RETURNING DEFECTIVE PRODUCT. 

4) GUILD SHALL NOT BE LIABLE FOR ANY CONSEQUENTIAL OR INCIDENTAL 
DAMAGES ARISING FROM USE OF A DEFECTIVE SOFTWARE PRODUCT. IN 
VIEW OF THE UNFORSEEABLE NATURE AND EXTENT OF POSSIBLE LOSS 
RESULTING FROM USE OF A DEFECTIVE SOFTWARE PRODUCT, UNDER THE 
TERMS OF THIS WARRANTY, PURCHASER’S EXCLUSIVE REMEDY SHALL BE 
LIMITED TO THE REPLACEMENT OF THE SOFTWARE PRODUCT OR THE PUR- 
CHASE PRICE THEREOF, AT GUILD’S OPTION. SOME STATES DO NOT ALLOW 
THE EXCLUSION OR LIMITATION OF INCIDENTAL OR CONSEQUENTIAL 
DAMAGES, SO THE ABOVE LIMITATION OR EXCLUSION MAY NOE APPLY TO 
YOU. 

5) ANY IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A 
PARTICULAR PURPOSE ARE LIMITED IN DURATION TO THE PERIOD OF NINETY 
(90) DAYS FROM THE DATE OF DELIVERY. 

THIS WARRANTY GIVES YOU SPECIFIC LEGAL RIGHTS, AND YOU MAY ALSO 
HAVE OTHER RIGHTS WHICH VARY FROM STATE TO STATE. 


THE SOFTWARE GUILD, INC. 
24213 CLAWITER RD. 
$ HAYWARD, CALIFORNIA 94545 
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This Packet Includes: | 
4) Oras designed for ane sofware 
2) Order form. 
3] Retail orice list. 


Please Cail Toll Free 
_ To Place Your Order. 


(800) 854-2750 
In CA (800) 552-8817 
Local (619) 460-4975 


R84 Checks 
“4—| To-Go 


8384 Hercules St. ¢ P.O. Box 425 e La Mesa, CA 92041 


RETAIL PRICE LIST FOR SOFTSMITH 
SOFTWARE COMPATIBLE FORMS - 


a a me, oe oe ~ Quantity: 
Form. Parts 5 1000 2000 3000 5000 


Package 

#950-04 soar AAO, 140.00) }240.00 00 | 345.00 OO} 460.00 
[oa [| sf ead ve woe 
— 65.00] 85.00] 440.00} 190.00 

Statement for 

Accounts Receivable] Bonk | 3 65.001 85.00) 440.00) 248-00) Piease 

Package — 

#070-03 Imrorinted 95, ss 480.00} 250.00} call. 

Invoice for | - 

Package | 

#070-04 oe a 1A8. os 480.00} 290.00 400. COE — 

Check for Home byt Hol’ Hh 90. ag} 410.00 180.00} 260.00} 350.00 

Accountant Package 


#360-01 q 110.001 430,00} 220.00! 340.00] 420.00 


All Purpose Check $90.00 00{$110.00)S180.00)$250.00)$350.00 
for Payroll and 
Accounts Payable 2 a 8 130.00 00} 220,00} 310.00} 420,00 


CHECKS TO-GO 
PRODUCT LINE: 


350 Computer Forms 
Conhnuous sheercut . Letemheec 
Continuous Tax Forms - 
Continuous Mailing Labels 
Continuous Post Card Stock 
Continuous Rolodex Cards 
stock Talo 
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ABC Vending, Inc. 


8384 Hercules St. 
La Mesa, CA 92041 
CHECKS ORDERED BY: 


Toll free: (800) 854-2750 
in California (800) 552-8817 


NAME 
STREET 


CITY STATE ZIP 


PHONE NO. 


PLEASE SIGN 


7 CLIENT HEADING 
One client heading line and three address lines 
included. Extra lines $2.00 each. 
You may choose to include the entire address 
in a logo. (See No. 2.) 


Client 
Heading 
Line 

and 
Address 
(please 
type) 


Yes[_] - Add one time cut charge of $15.00 


3 > CLIENT NAME PRINTED ON STUB? 
Yes|_] - Add $5.00 


4 
Bank 
Name 
and 
Branch 
(please 
type) 


§& CHECKS NUMBERED? Starting No. 
Yes [] - No Charge 


6 STUBS NUMBERED? 
Yes] - $7.00/1st M: $1.50/M thereafter 


7 CONSECUTIVE MICR CHECK NUMBERS? 
Yes[_] -$15.00/1st M: $4.00/M thereafter 


8 SIGNATURE LINE NAMES? 
Yes] - $2.00/line 


CUSTOMIZING INFORMATION AND ADDITIONAL CHARGES 


9 EXTRA SIGNATURE LINE? 
Yes[_] - No Charge 


10 MICR BANK NUMBERS - No Charge 
For these numbers please enclose: 
Bank Spec Sheet 


or Sample Voided Check 


ORDER# 
ABC Vending, ec BANK NAME — ANYWHERE, usa 4>e® 5 oO 
110 Main Street PAYROLL CHECK 006505 «~~ , 
Anytown, USA ro 
(ee) (Cee oe | 
PAY EXACTLY ***295 DOLLARS AND 04 CENTS. farts. Ta7e| {ame | s 29-00 , O 
MARY JONES ABC VENDING, INC. ] O 
4731 WISCONSIN AVENUE SEMONSTRATION CHECK | 
LAKESIDE, CA 92027 NON-NEGOTIABLE | = 
WOOGSOS bobs a77 Ft, SQ, Jon Jue : 
7 8 ee 10 006506 — 6 


FORM NO. PARTS QUANTITY 


CHARGE FROM PRICE LIST 
FOR QUANTITY ABOVE 

RUSH SERVICE ($15.00) a ee 
EXTRA LINES IN HEADING oa 
($2.00/EACH) 

Typestyle for client 

heading line. 

(see reverse side) 


Style # 
All type except heading 


line will be set in 
coordinated typestyles. 


2 CUSTOMER LOGO NEEDED? (Sample Enclosed) 


BANK NAME AND ADDRESS 
4 LINES INCLUDED, 
EXTRA LINES — $2.00/EACH 


Bank 
Transit 
Numbers 


6% Tax (Ca. only) 
Sub-Total 

AMOUNT ENCLOSED 
Date paid 


Type Style 2 


Please choose one of the above type- 
styles for your client heading line and 
enter in box #1 on the reverse side. 
Should you require special typestyles 


_. Or artwork, please call our office for 


_ information. 


Quality and satisfaction with your checks is guaranteed. You are tak- 


dustry and. 


we would like to know as soon as you are dissatisfied for any reason. 


Each of your orders will be processed when we receive a signed 
order form with all information entered. If we have any questions we 
will call to clarify. In some cases additions may have to be okayed by 


you before the checks are run. 


The service and pricing you receive is ible by our 


specialization and experience in continuous . Pricing is based 


on our ability to keep bookkeeping to a minimum, and for this reason. 


we must ask that your remittance accompany your order. 


DELIVERIES — Your checks will be shipped UPS Land fourteen 


working day shipping is available for $15.00 per order. Should you re- 
quire air freight we will be happy to make arrangements for only the 


extra cost of freight. 
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PACKAGE CONTENTS 


Accounts Receivable Diskette 
Instruction Booklet 
Warranty Card 


OVERVIEW 


Accounts Receivable is a complete software package designed to 

handle all of your accounts receivable functions. The program allows 

you to maintain sales and cash journals, post customer accounts, 

print reports, journals, statements and invoices, and much more. The 

system is designed to closely simulate manual bookkeeping proce- 

dures—so that it is easy to learn and to usey Best of all, Accounts 

Receivable is fully compatible with the General Ledger, Accounts 

Payable and Payroll programs also available from Softsmith. Together, 

these comprise a total computerized accounting system for your small. 
business. 


HOW TO OBTAIN A BACKUP COPY 


The Accounts Receivable program disk is copy-protected. To re- 
ceive a backup copy, please send a check or money order in the 
amount of ten dollars ($10.00) to The Software Guild together with 


your Warranty Card. Our address is: 


~ The Software Guild, Inc. 
Customer Service 
2943 Whipple Road 
Union City, CA 94587 
1 (800) 341-4000 


Accounts Receivable Manual V1 
December 1982 
Edited by The Software Guild 


Apple is a registered trademark of Apple Computers, Inc. 
Franklin Ace is a trademark of Franklin Computer Corp. 
Softsmith is a trademark of Softsmith Corp. 

The Software Guild is a trademark of The Software Guild, Inc. 
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I. Introduction > 


Welcome to fully computerized bookkeeping. Accounts Receivable 
is a component of a fully integrated small business accounting 
system for your Apple or Franklin Ace computer. Your accountant 
will like it because it provides complete and accurate audit trails, 
maintains a complete transaction history, and prints out a variety 
of meaningful, yet concise reports. You will like the increased ac- 
curacy and speed. If you have the General Ledger program available 

from either Softsmith or Continental Software, you can automat- 
ically post your accounts receivable to the general ledger. 


Accounts Receivable is only one of many fine Softsmith products 
available for your small business. Consult your local dealer for a 
complete catalog and demonstration. 


WARRANTY CARD 

Please take a moment to complete and mail the enclosed Warranty 
Card. By having your name on file we will be able to provide better 
customer service, including information on program updates and 
replacement of damaged diskettes. 

OVERVIEW OF PROGRAMS 

Accounts Receivable is actually a number of programs combined 
into a comprehensive accounting package which can easily handle 


all of your accounts receivable functions. These subprograms include: 


Sales Journal—used to record and/or print invoices and credit 
memos. 


Cash Receipts Journal—used to record receipts from cus- 
tomers and other sources. 


Post Customer Accounts—used to post invoices, credit memos 
and cash receipts to the subsidiary ledger. 


Print Sales/Cash Receipts Journal—prints the named jour- 
nals either by batch or for the month. 


Print Statement/Look Up Accounts—prints customer state- 
ments, either on an open item or balance forward basis. 


Print Aging Report—prints aging to 150 days. 


Reconcile Cash Receipts Credit Memos/Invoices—assists in 
applying credit memos and cash receipts to invoices. 


Customer Sales—prints a report showing customers monthly, 
year-to-date sales, and last date of sale. 


Close Month—closes out the current month. 
Open Month—starts a new month. 


Remake System—allows you to start a new Accounts Re- 
ceivable system. : 


Customer Information Maintenance—allows you to enter new 
customers, print mailing labels or print your customer list. 


Prepare for General Ledger Posting—used in conjunction with 
the General Ledger program to automatically post your ac- 
counts receivable. 


SPECIAL FEATURES 


Accounts Receivable has been carefully designed for ease and eleg- 
ance of use. Listed below are some of the many features which 
make it the exceptional program it is. 


Prints Invoices—Yes, you read right! This system prints in- 
voices on either available custom forms or on plain paper. 


Issues Statements—Statements may be printed for all cus- 
tomers, one or more selected customers, or those with cur- 
rent, 30, 60, 90 or 150 day balances. 


Prints Sales and Cash Receipts Journals—The two journals 
may be printed, together with a recap showing accounts with 
activity along with their respective debits and credits. 


Posts to the General Ledger—After the month has been closed, 
the journals may be automatically posted to the General Ledger 
available separately from Softsmith. The posting procedure 
is very fast and accurate. 


Simulates Manual Special Journal Entries—Entries in the > 
“columns” of the journals are made in a similar manner to 

manual bookkeeping systems. Once the invoice or cash re- 

ceipt is entered, the information may be siiereee | posted 

to the customer account. 


@) 


Customized Journals—The column headings in the journals 
are customized by the user. Once entered, the account num- 
bers are displayed on the journal entry screen and need not 
be typed in again. 


Prints Aging Report to 150 days—An aging report showing 
balances for current, 30, 60, 90 and 150 days may be gener- 
ated in either customer account number or alphabetical or- 
der. The report displays a variety of customer information in 
addition to balances. : 


Prints Customer Lists and Labels—A master list of all cus-— 
tomers may be printed, as well as individual mailing labels. 


ABOUT YOUR ACCOUNT NUMBERS 


Although Accounts Receivable does allow some flexibility in as: 


_ signing account numbers, you will probably find it necessary to 


renumber your chart of accounts. This is because only certain ranges 


~ in account numbers are permissible for specific types of accounts. 


For example, Sales Accounts must be numbered between 4000 and 
4999. If you are using the companion General Ledger program in 
conjunction with Accounts Receivable, you must use the same 


account numbers. 


ABOUT THIS MANUAL 


Accounts Receivable is a critical and complicated program. Do not 
attempt to use it without first reading this entire manual carefully. 
Although every effort has been made to design the manual so as 
to get you “on-line” as rapidly as possible, there is no substitute 


- for reading the instructions. By doing so you will experience min- 


imal difficulty in running the program. 


The manual has been prepared in a tutorial format. On each page 
is a representation of just what you should be seeing on your screen. 
In some cases, we have entered sample data in the manual displays 
to help you to understand what must be entered. Beneath the dis- 
play are step-by-step instructions of exactly what must be done 


next. We suggest that you go through the manual first, without 


starting up the program disk. When you feel that you have a good 
feel for how the program a “boot” it up and ses each 
step. 


IMPORTANT TIPS 


Follow these tips to minimize problems in running this and many 
other programs on your microcomputer. 


Handle your diskettes carefully and hold them with your fingers 
on the labeled edge. Always keep them in their special sleeves 
while not in use. 


Do make sure the shift lock light is lit if running this program on 
the Franklin Ace. This program recognizes only capital letters. 


Do not open the disk drive door while the “in-use” light is on. 
This may damage your diskette and render it unusable. : 


Do not press <CTRL-C> while the “in-use” light is on. Results 
are unpredictable and damage to your program may result. 


Do backup your data diskettes regularly. Remember that Softsmith 
can always replace the program disk—but not your valuable data. 


Do not exit from Accounts Receivable other than via the appro- 
priate menu selections. This is the only way of making sure that 
all entries are properly recorded. 


Do not try to make a copy of this disk. If during normal use some- 
thing goes wrong with your diskette, please refer to the Trouble- 
shooting section of this manual. 


Do not panic if the main menu does not appear the first time you 


boot the program. If you get a message to insert a disk which you 
have not yet prepared, just follow these steps: 


e when you are prompted by the display screen to insert a 
data disk, press <RESET>, 


® type LOAD MAKE FT , 


e when the disk drive’s “in-use” light goes out, type RUN 
1000. : | 


You should now be able to run the program normally. 


a 


II. How to Use Accounts Receivable 


Step i—Sending in your Warranty Card 


We know that we’ve said it before—but we'll say it again. Please 


be sure to mail in the enclosed Warranty Card. If you wish to 


receive a backup copy of the Accounts Receivable program disk- 
ette, please refer to the notice on the inside cover of this manual. 


Step 2—Preparing Blank Diskettes 


Before going any further, you will need to prepare two initialized 
blank disks on which to store your data. Label one of them “A/C 
Customers” and the other one “A/C Transactions.” You will also 
need the DOS 3.3 System Master Diskette supplied with your Ap-- 
ple Computer or the DOS Master Diskette supplied with your 
Franklin Ace 1000. To initialize the disks, do the following: 


To initialize a blank disk on the Apple II 

1. Make sure that the power switch on your computer is in the 
off position. Insert the System Master diskette into drive #1 
and close the disk drive door. Turn the power on. The disk drive _ 
will whir, and the “in-use” light will come on. 


2. When the “in-use” light goes out, remove the System Master 
and replace it with one of your new blank disks. Close the door. 


3. Type the following: 
NEW then press <RETURN> 
INIT HELLO then press <RETURN> 
wait for the cursor to appear, and then type 
DELETE HELLO then press <RETURN> 
To initialize a blank disk on the Franklin Ace 1000 


1. Insert the DOS Master diskette into drive #1 and insert the 
disk to be initialized into drive #2. | 


2. Turn on the computer. 
3. When the | prompt appears, type: 


BRUN FUD 


4. When the FUD menu appears, enter <F>. Next, enter any num- 
ber from 1 to 254, and enter <2> as the drive number. Finally 
press <RETURN>. 


You now have a newly initialized data disk. Remove it and insert 
the second blank disk. Repeat Step 3. 


Step 3—Starting Up the Program 


You are now ready to start actual operation of the Accounts Re-. 


ceivable system. The format used is a very simple one to follow. 
On the top of each page will be a layout of what you will see on 
your visual display. Beneath this will be step-by-step instructions 
to follow. Do everything described in the sequence and you will 
rapidly be “on line” with your new system. 


Before going further, consider the option of starting the system in 


the month prior to the first month in which you want to enter 
invoices and cash receipts. Enter the total due from each customer 
and then close that month. In this way balances will be carried 
forward to the month in which you wish to start. Another way is 
to enter all open invoices and then close the month. The new 
month in which you start entering sales and receipts has all nec- 
essary information carried forward. 


Use the actual dates of the transactions. This option will allow a 
start up with actual balances for each customer. Do not post to 
the general ledger at this time if you are using Softsmith’s General 
Ledger. 


Step 3a—Getting Started 


To get started with Accounts Receivable, simply follow these steps - 


(this is called “booting”): 


1. Make sure that the power switch on the rear left of the com- 
puter is in the off position. Turn on your monitor. 


2. Open the disk drive door by pulling out and up on its bottom 
edge. Slip the program diskette into drive #1 with your right 
thumb on the diskette’s label. (The label will be up and will be 
the last edge of the diskette to enter the drive.| 


_ 3. When the diskette is entirely in the drive, close the drive door. 


 . 


e) 


4. Turn the power switch to the on position. You will hear a “beep” 
from the computer and the “in-use” light on the disk drive will 
come on. This means that the erage is loading. 


You will now see the Softsmith™ logo page and program title page 
appear on the screen, followed by the Main Selection Menu pic- 
_ tured below. If you don’t, please try turning your paEsputet oi 
briefly, and then on again. 


Note the selection marked “P. EXIT.” This is the only correct way 
of exiting the program. When you are finished using Accounts Re- 
ceivable do not just turn the computer off. martes: return to the 


Main Selection Menu and press <P>. 


Step 4—Setting Up Your Printer 


This is a good time to establish your printer configuration. Press 
<O> from the above menu, and then press <R> to run the sub- 
program. The screen will prompt you to enter information about 
your printer and how it is connected. Modify any items by pressing 
the appropriate letter key. Type in the correct information and 
press <RETURN>. Refer to the following chart for typical printer 
settings. If you are not sure what to enter, refer to the owner's 
manual supplied with your printer. When you are satisfied with 
the settings, press <R> to record the data. You can always change 
the configuration later by selecting <O> off of the Main Selection 
Menu. 
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Step 5—Establishing Your Accounts Receivable System 


To start a new accounts system, press <N> from the Master Se- 
lection Menu. Insert your newly created “A/C Customer Disk” 
into drive #2. (See Step 2 for information on how to create a new 
customer disk.) Now press <Y>. The following screen will appear: 


10 


: 
; 
3 
F 


4 


b 
. 
; 


Enter the sales tax rate you wish to use. Next, enter the current 
month in your fiscal year and the month in which your fiscal year 
ends (generally 12). Enter the current year (two digits}. When you 
are satisfied with your data, press <Y> and the lower half of the 
screen will appear. i 3 


Enter the number (in the 1000’s} that you wish to use for your 
accounts receivable account and the title you choose. Note: If you 
are using the companion General Ledger package be sure that this 
number is the same as the one in your General Ledger chart of 
accounts. 


Step 6—Assigning Account Numbers and Titles for the 
Sales Journal 


3: 


You are now ready to enter your Sales Journal account numbers 
and tables. You have the option of breaking down your sales ac- 
counts into several categories (up to four). Remember that these 
are Sales Accounts and must be in the 4000 to 4999 range. Column 
E is for shipping and must also be in the 4000 to 4999 range. Col- 
umn F is for sales tax payable and must be in the 2000 to 2999 
range. Don’t worry if you make a mistake. You'll have a chance to 
verify and change the entries later. Press <RETURN> after enter- 
ing the account number, and again after entering the title. 


Remember: If you are using the companion General Ledger pro- 
gram, you must use the same account numbers you have already 
assigned. 


Step 7—Assigning Account Numbers and Titles for the 
Cash Receipts Journal 
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Now do the same for your Cash Receipts Journal. | 


A. Enter account number (1000-1999) and name to be used 
for your cash account. 


: B. Enter account number (4000-4999) to be used for your sales 
“Er ; discounts account (for example, your customer pays $195 on 
we a $200 invoice thereby taking a $5.00 discount). 


C. Enter account number (1000-1999) and name for another 
cash account, such as a second bank. 


DE and F . These are for sources of cash in the following 
categories: | 


(2000-2999) Liabilities 


(3000-3999) Capital Accounts 
(4000-4999) Sales Accounts 


Step 8—Verification of Journal Configuration 


This screen gives you the opportunity to modify the information 
which you have entered. Press <O> if everything is how you want 
it; otherwise, enter the letter key for the item you wish to change. 
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At this point you may modify the information you entered for your 
Sales Journal accounts. 
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Again, make any changes you wish, or <O> to end this 


of the program. 


portion — 


Step 9—Defining Your Company Configuration 


~ 


To set up the Accounts Receivable program for your company, an- 
swer the questions as they appear on the screen. The question in — 


the center of the screen refers to whether or not you wish to direct 
statements and/or invoices to a particular contact, to the Accounts 


Receivable Department, or neither. You will also be asked how 


many mailing labels you wish to print across one line. 


KEY: This pertains to the last column heading in your customer 
list. You may define this to be anything you wish. (In our sample 


we Called this column “Type” which tells us whether the customer 


will be using stock forms, custom forms or both.) Bear in mind 
that whatever you choose for the Key will allow you to sort your 
customer file on that basis. 


If you wish to change an entry, press <N> when asked whether 


all is OK. Once everything is as you want, press <Y>. 
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Step 10—Entering Customer Information 


Assuming that this is the first time you’ve used the system, there 
will be no customers on file. Select any key to start entering your 
customer file. 


To add customer information, answer the questions as they appear 
on your screen. You will have a chance to correct entries later if 
necessary. When you are finished entering customers, press <#> 
<RETURN? as your first entry on the screen. 
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Make any necessary corrections by pressing the letter key of the 
item in need of change, and then enter the correct information. 
Press <O> when you are satisfied that all is as you wish. You will 
then be able to either add more customers or exit this portion of 
the program. Do not press <P> unless the printer is properly con- 
nected—the program may not function correctly. 


NOTE: Items A & B need not be entered. Just press <RETURN> 
to move to Item C. 
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Step 10.a—Edit/Search Customers 


To edit or search your customer file, select <2> from the Customer 
File Maintenance Menu pictured above. The following screen will 


*. 


appear: | | : 


‘You may search for or edit customers at this time. Searches may 
be conducted on the basis of any of the entries shown above. If an 
_ item is shown in inverse type (black on white), Express Search is 
available. This means that the entries were previously sorted using 
the item as a key. Note: Adding or deleting entries will make this 
option unavailable until the entries are sorted again. Of course, the 
first time through you will not have sorted customers yet, and 
therefore the Express Search will not be available. 


Use <E> for Express Search or <N> for Normal. Express Search 
will find a unique item very quickly—from 10-30 seconds. Normal 


Search will take from 5 seconds to 5 minutes! Express Search should — 


be used only when a very few items will fit the search criteria. 
: 5 


= 
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Suppose that you searched for the above file by “Company Name,” 
because they have moved. The file will be brought to the screen 
and you may now make the needed correction. Press <O> when 
the entry is OK. , 


pts ae 


Step 11—Customer File Maintenance _ 


Access the Customer File Maintenance Menu by pressing <I> from 
the Main Selection Menu, or by pressing <N> from the Search/ 
Edit Menu pictured two pages prior to this. In order to sort your 
customer file, press <3> at this time. The following menu will 


appear: 


wae we tee a 


Accounts Receivable allows you to sort your customer files by any 
of the above criteria. You may maintain up to three sorted files. 
For example, you might want to sort by zip code, credit limit and 
state. Enter the appropriate letter key to begin the sorting process. 
The following screen will appear: - 


After selecting the sort criteria (or “key”), you will be given the 
option of sorting the entire file by that key, or of creating a separate 
file containing only customers who meet the criteria. For example, 
all customers may be sorted by state or a separate file may be 
created for all customers in California. Once you press <A> or 
<S> the sort will take place, and the Sort Menu shown on the 
previous page will appear. Press <N> to return to the Customer 
File Maintenance Menu. 
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Step 12—Print Customer Labels 


You may print out customer labels by selecting <5> from the 
Customer File Maintenance Menu. First turn on your printer and 
set it for 80 columns. The following screen will appear: _ 


Select the method of printing labels by pressing the appropriate 
letter key. When through, select <O> to return to the Customer 
File Maintenance Menu. : 
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Step 13—Print Customer List 


—-_ . 
To print out your customer list, select <6> from the Customer we 
File Maintenance Menu. Turn on your printer and set it for 132 
columns. The following screen will appear: 
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Print your customer | 


Step 14—Remake System Information 


Pressing <7> from the Customer File Maintenance Menu allows 
you to modify the information on your own company. You would 
want to do this if, for example, you have a new address or telephone 
number. 


Step 15—Starting A New Month 


When starting a new month, press <M> off the Main Selection 
Menu. In the first month that the system is run, the program will 
automatically start after the Customer Information Maintenance 
program is terminated. Begin by inserting the disk labeled “Cus- 
tomers” into drive #1. Insert the disk labeled “Transactions” into 
drive #2. 


After the program has prepared the disks for the new month, re- 
move your Accounts Receivable program disk. The program will 


now take you to the Main Selection Menu. 


Note: When making any menu selection, press <R> to run the 
program or <X> to cancel the choice. 


Be sure to have a new initialized DOS 3.3 disk ready for each new 
month you start. 
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Step 16— Record/Invoices/Credit Memos 


From the Main Selection Menu, press <A> (Sales Journal) followed 
by <R> to run the program. The Sales jee Menu pictured be- 
low will appear: 


To record invoices or credit memos means that you wish to enter 
into the system those invoices and credit memos which you have 
ready for processing. Generally, these will be available in hand 
written draft form. Once entered into the system, the invoice and 
credit memos may be printed out through the Accounts Receivable 
program. These options are discussed below. The Search/Change 
Transactions option is discussed later, under Step 18. Be sure to 
read the following discussion carefully before entering invoices. 


A unique feature of Accounts Receivable is the way in which a 
customer may be entered during the posting of invoices. You have 
three choices: Either the customer’s number, name, or part of a 
name may be entered. (Please refer to the section above on printing 
a customer list to obtain customer numbers.} If an invalid number 
or name is entered, the line will be cleared and a new entry must 
be made. If a valid entry is made, the system will display the full 
customer’s name. If a portion of a name is entered, the program 
will attempt to match the portion entered. If a match is found the 
full customer name will be displayed. 


29 


Now the dollar amounts are entered line by line. These line items 
correspond to the columns in the Sales Journal, and are in the same 
order (with the exception of Accounts Receivable). Enter the dollar 
amounts on the appropriate line. Press <RETURN> on any line 
where no entry is needed. Shipping charges are entered on the fifth 
line, and sales tax on the sixth line. For the occasional time that 
a miscellaneous account must be used, enter the account number, 
name and amount on Line J. Only one such entry may be used for 
each invoice. 


After the final entry has been made, the program will total the 
invoice. If the total of the invoice exceeds $999,999.99 it will be 
rejected. (This helps avoid those nasty customers who feel that 
they have been severely overcharged.} 


Check to be sure all entries are correct. If a correction has to be 
made, press the key corresponding to the line to be changed. When 
all entries are correct, press <O>. The disk drive will whir and 
the transaction will be recorded. The program will return to the 
date entry position. Note that the date is the date of the invoice 
just recorded and the number of the last invoice written will appear 
in the upper right-hand corner of the screen. Continue entering 
transactions until through. When the session is over, press <#> 
in the first position of the date. This is the only correct way to 
exit. Do not press <RETURN>. The program will return to the 
Sales Journal Menu. | 


‘A few automatic checks have been built into this system. For ex- 
ample, only valid dates and dollar amounts will be accepted. It 
even knows if it is leap year! Don’t be afraid to test it out. Try 
entering bad dates or entries that are not money, such as 12.054. 
Try entering a date as 14/33/90. The system will not accept it. This 
was done to speed up transaction entry and eliminate a raft of 
possible errors. 


Those users who want to record some sales from cash customers— 
not to be included as charge customers—may write and/or record 
such invoices by entering <*> (asterisk sign) before the custom- 
_ er’s name. 


Special Note about Cash Invoices: The account designated as a 
cash account will appear instead of Accounts Receivable when the 
invoice is totaled. A miscellaneous entry is not permitted for a 
cash sale. 


Void Invoices: To record a void invoice enter “Void” as the cus- 
tomer’s name. 
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You are now ready to proceed with recording Invoices/Credit Memos. 
To record invoices or credit memos, enter <1> from the Sales 
Journal Menu. You will be asked to make a selection from the 
display reproduced below. | 


To record invoices press <1>. 


The Sales Journal above is an example of how the screen will look 
before an invoice has been recorded. The number of the last invoice 
entered will appear in the upper right-hand corner after at least 
one invoice has been entered. The date and number of the current 
invoice will appear automatically. This information will be re- 
corded by pressing the <RETURN®> key. | 
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Above is an example of a recorded invoice. When you are finished 
recording, enter a <#> sign to return to the Sales Journal Menu. 
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Sold To—you may just enter the Customer Number from 
your customer list, if desired. 


Misc. Account—Refers to any additional account you may 
have used. 


To Exit— enter <#> to end your entry of invoices. 


Step 17—Print Invoices/Credit Memos 


To print invoices or credit memos, select <2> from the Sales Jour- 
nal Menu. The following screen will appear. 8 | 


o have the program print invoices select <1>: for credit memos, 


ress <2>. Keep in mind that all thevrules for recording invoices 
also apply to printing invoices. Press <2> and the following screen 


will appear. 


Custom forms are available for use with your Accounts Receivable 
program. Please refer to the materials enclosed with this manual. 
If you are using headed custom forms (forms preprinted with your 
company information) select <1>. If you are using unheaded cus- 
tom forms (preprinted forms but with space for the computer to 
print company information) select <2>. If you are using blank 9.5 


by 11 inch computer paper select <3>. 


a 


C} 


As each item is requested, keep in mind that if the limit is ex- 
ceeded with regard to the maximum number of characters, the line 
will be cleared and a new entry must be made. Enter the infor- 
mation requested, one item at a time. As when recording invoices, 
the last invoice written, the last date and incremented invoice # 


will appear automatically on the appropriate line. By pressing the 


<RETURN®> key, these items will appear on the invoice. They 
may, of course, be overwritten. 


‘Please note that there are three places where dates may be entered. 


These may all be the same or all different. Remember also that 
names of cash customers must be preceded by a <*> sign. When 
the “SHIP TO” line is ready for entry, press <RETURN? if this is 


_ the same as the customer. The word “Same” will appear on the 


invoice next to “Ship to.” If the party shipped to is not the same 


- as the customer, type in the appropriate information. 


Important: Do not use any commas in the above entries. 
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Now, line by line, items sold are to be entered. Type in the quantity 
ordered. If the quantity shipped is the same as that ordered just 
press <RETURN>. If different, enter the quantity shipped. In either 
case the program will automatically compute the quantity back 
ordered. Next, enter the description of the item and its unit price. - 
The program will automatically compute the extension. 


Enter the sales account to be credited by pressing the appropriate 
letter or enter <I> for a miscellaneous account. Only one miscel- 
laneous account is allowed for each invoice. No miscellaneous 
account is allowed for cash customers. The program will display 
the account number for verification. To make a correction, enter 
the letter corresponding to the line to be changed. When everything 
is OK enter a <O>. The line will now be printed. Repeat this — 
procedure for each line to be printed. When all lines have been - 
printed for the invoice, press the <#> next to “quantity ordered,” 
followed by <RETURN>. | 
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Enter the shipping charges, if any, or press <RETURN?> if none. 
This sales tax rate will now appear if the customer is not exempt 
from sales tax. If this is the rate to be used, press <RETURN>. 
The program will automatically compute sales tax on the invoice, 
including shipping charges. If the rate is different for this particular 
sale, enter the correct rate. If this sale is not subject to sales tax, 
enter <O>. Enter a comment at this time if desired. It will appear 
on the invoice. If no comment is desired, press <RETURN>. The 
final lines of the invoice will be printed, the next invoice will be 
aligned and the program will return to the date entry. When through, 
press the <#> key in the first position for the date. This will exit 
this part of the Accounts Receivable program. 
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Credit memos are printed in the same manner as invoices. To have 
the program print credit memos select <2>. 


Enter amounts as positive numbers. When the Sales Journal is 


printed, the amounts will be converted automatically. Select <3> 
to return to Sales Journal Menu. 


— 


Step 18—Search/Change Transactions 


To search or change transactions, press <A> (Sales Journal) from 
the Main Selection Menu. Next, press <3> from the Sales Journal 
Menu. Transactions may always be searched, but only unposted 
transactions may be changed. The only exception to this rule is 
that a miscellaneous account number and name may be changed. 
Note: It is strongly advised that a printout of at least the transac- 
tions just entered be produced before posting. This may be done 
by exiting the Sales Journal portion of the program and using the 
Print Sales/Cash Receipts Journal routine. 


The most direct way to search for a given transaction is by trans- 

action number. This is another good reason for printing the Sales 

Journal. However, transactions may also be accessed by any or all — 
of the other options. For instance, one may enter the customer and 

an invoice number. After making your selection, confirm your re- 

quest by pressing <O>. The Search will be initiated for the item(s] 

that fit the criteria entered. 


NOTE: Once a search key has been accepted it may not be changed. 
Press <X> to cancel the search keys if any key is to be changed. 
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Make any desired changes at this time. Press <O> when you 
are satisfied that all is as you want it. Use <X> to cancel and 
<CTRL-D> to void the transaction. NOTE: Posted transactions 
may not be changed. After pressing <O> you will be returned to 
the Search Menu pictured earlier. Press <6> to return to the Sales 
Journal Menu followed by <4> to return to the Main Selection 
Menu. | 
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Step 19—Recording Cash Receipts 


To record cash receipts, press <B> from the Main Selection Menu. 
The above Cash Receipts Menu will appear. Press <1> to record 
your cash receipts. The following will appear. 


The operation of the Cash Receipts Journal is almost identical to 
that of the Sales Journal. The only differences are: 


e there is no option to print cash receipts; 
e the “Last Invoice” is not displayed; 


e there is no “Credit Memo” option. 
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With these exceptions, data are entered in the same manner as for 
the Sales Journal. When entering amounts, enter positive numbers 
just as would be done in a manual set of books. The miscellaneous 
account entry is always available in the Cash Receipts Journal, 
even for cash customers. 


Note: For more detail shsec refer to chee section entitled “Sales 
a immediately Pecos this section. 


Step 20—Print Sales/Cash Receipts Journal 


To print hard copies of your sales and/or cash receipts journals, 


select <C> from the Master Selection Menu (pictured in Step 4). 


As with other routines in Accounts Receivable, the user will be 
instructed to insert certain diskettes in the drives. Please fone 
the on-screen instructions to print out these reports. 


Step 21—Posting Customer Accounts | 

To post customer accounts, select <D> from the Main Selection 
Menu (pictured in Step 4} and follow the on-screen prompts. The 
program posts both the Cash Receipts and Sales Journals at the 


same time. 


Note: Posted transactions may not be changed. 
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Step 22—Reconciling Receipts/Payments 


To reconcile receipts and payments, select <E> from the Main 
Selection Menu. The above screen will appear. 


This program enables the user to “reconcile” or “close” receipts, 
credit memos and invoices. Entering a <O> for “customer” will 
cause the program to search all customers for all Credit Memos 
and/or Cash Receipts. Entering a specific customer will cause a 7 
search for that customer only. Entering a specific customer, and a 
Cash Receipts Number or Credit Memo Number, will cause a search 
for the specified customer and/or Credit Memo. This search may 
be further narrowed by selecting an Invoice Number as well. These 
options may be used in conjunction or separately. | 


Ad 


When a Credit Memo or Cash Receipt is found, it will be displayed. 
If this is the correct item, press <Y>. The program will now look 


for any open invoices for that customer. If no credit memos are 


found, the program will then proceed to look for a cash receipt for 
the customer. 


When an invoice is found it will be displayed. If this is the correct 
item, press <Y>. 
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Entering <A> will close out the “Balance Due” on the invoice. A 
lesser amount may also be entered. After making the entry, press 
_<O> if OK, <R> to re-enter or <X> to return to the menu. 
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At this point another receipt, invoice, or both may be selected. 
Choosing another receipt or both, will cause the invoices to be 
displayed from the beginning. 


If no credit memos are found, the program will then look for a cash 
receipt for the customer. If a cash receipt is found, the information 
on the screen will look about the same as when a credit memo is 
found. The difference is that the message will read “Receipt (R)” 
instead of “Credit Memo (C).” 


A further note on this point is that Credit Memos and Cash Re- 
ceipts are both treated as customer credits. When the system finds 
a credit memo and another is requested by the user, the next item > 
that is displayed may be another Credit Memo or a Cash Receipt. 


When the program returns to the menu, enter the appropriate in- 
formation or enter <#> sign to exit. 
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Step 23—Print Customer Statements/Look Up Account 


To print out customer statements or look up particular accounts, 
select <F> from the Main Selection Menu. The following menu 
will appear. 


Select the statements you wish to access by pressing the appro- 
priate number key. If you select <2> you may enter either the 
customer name or number. 
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The date displayed will be the latest date on which a transaction 
has been recorded. You may enter a later date here, but not an 
earlier date. Select whether you want the output to appear on the 
screen or printer. Pressing <P> will bring the following printing 
options to the screen. ? 


A 
4 
, 


Refer to the section on printing invoices (Step 15} for information 
on the choices. Unless you have specially prepared forms, select 
<3> for blank 9.5 by 11 inch computer paper. 


49 


These items will appear on the forms in particular locations. To 
see where, press <Y> for a sample printout. | 


: If the screen is selected, the desired customer file(s} will appear, 
q f~ depending on the selection made. Possible user inputs at the bot- 
A tom of the screen are <C> to “continue,” or <H> for a printout. 
To exit, press <C> and then select <9>. 


i 
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Step 24—Print Sales Report 


To print a sales report, select <G> from the Main Selection Menu. 
If the customers have already been sorted, the report may be printed 
either alphabetically or sequentially. If a sort has not been per- 
formed, only the sequential option is available. 


Step 25—Print Aging Report 


To print out an aging report, select <H> from the Main Selection 
Menu. After the above screen appears, select <1>. You may print 
either all customers, or just those with outstanding balances. You 
may print either sequentially or alphabetically. = 
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Step 26—Closing the Month 


When you are ready to close out a month, select <J> from the 
Main Selection Menu. Use this subprogram only when all trans- 
actions have been posted and both journals are closed. 


Caution: Be sure to copy the customer and transaction data disks 
before closing out the month. 


Printing an aging report after closing will yield the same infor- 
mation as one printed before closing, but will take less time. When 
printing statements, on the other hand, it is desirable to show all 
open items that existed at the beginning of the month as well as 
any sales and/or credits made during the month. Since closing the 
month “cleans out” all closed items, the required information does 
not exist on the disks after closing. Therefore, use the disks that 
existed prior to closing for statements, and the ones after closing 
for aging. 


Step 27—Prepare Journals for General Ledger Posting 


For use with the General Ledger program, this program creates a 
posting file to be used by the General Journal Input Program. In 
addition, the program produces a report showing which accounts 
will be posted, along with the appropriate debits and credits. If any 
changes must be made to miscellaneous account entries, this re- 
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port will be the guide. All users may wish to use this program to 
obtain the posting report. 


_ Note: This section applies only if you are integrating your Ac- 
counts Receivable program with the General Ledger program avail- _ 
able from either Softsmith or Continental Software. You must close 
out the month before posting accounts to the general ledger. To 
post the accounts, press <K> from the Main Selection Menu. 


Step 28—Changing Journal Headings 


To change the headings of your journal, select <L> from the Main 
Selection Menu. This program may be run only after closing out 
the latest month. Much like during the initial system set up, the 
user will be prompted to change any or all account numbers or 
names, as desired. Again, it is up to users of the General Ledger to 
be sure that all accounts agree with those in the General Ledger’s 
Chart of Accounts. 


Step 29—Starting a New Month 


To start anew month, select <M> from the Main Selection Menu. 
However, it is very important that you first do the following: 


1—copy last month’s customer diskette and label; 
2—copy last month’s transaction diskette and label, 


3— initialize a new blank disk and label it “transactions” for 
the new month. 


4— prepare Journals for General Ledger posting if you are 
using Softsmith’s General Ledger program. 
Step 30—Start New Accounts Receivable System 
To start up a new Accounts Receivable system press <N> from 
the Main Selection Menu. This option works the same way as does 


starting up for the first time. (See Step 5 of this manual.) 


Warning: Use this option only to start another system. Two blank 
initialized disks are required. 
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Upon responding <Y>, the Change Journal Headings, Customer 
File Maintenance and Start New Month programs will all be run. 


_ All information must be ready and, most importantly, no system— 
- new or old—can be used until the new system is ready. 


Step 31—Exit 


To exit from Accounts Receivable, press <P> from the Main Se- 
lection Menu. This is the only way of assuring that everything you 
have entered has been properly processed and recorded. Be sure to 
copy both your customer and transaction disks. 
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Appendix A 
Troubleshooting 


A great deal of effort has gone into preparing this program to op- 
erate smoothly and without “bugs.” Given normal use it should 
provide you with many hours of trouble free operation. Despite 
this, however, we do recognize that occasionally things don’t go 
as predicted. Should you experience problems in running this pro- 
gram, please refer to the following sections. 


If the program never starts, or dies soon after starting: 


e Check the instructions for getting started. Try them again, 
by following all the steps exactly. 


e Refer to the Important Tips listed on the inside cover of 
this manual. 


e Check to see that you have the diskette in the correct 
disk drive. On Apple and Franklin computers this will 
generally be drive #1 (which should be connected in slot 
#6. 


e Make sure you have all the equipment necessary to run 
this program, and that it is properly connected. See the 
front page of this booklet for a list of necessary equipment. 


e Make sure your disk drive is working properly. Try an- 
other diskette which you know to be good. If it also does 
not start properly, stop the computer immediately, and 
disconnect the drive. Do not use the drive again until it 
is checked, or it may damage other diskettes. 


If your disk becomes damaged: 


Given normal use it should not be possible to damage your disk- 
ette. If the diskette (or program on it} does become damaged, please 
send it to us at the address below, together with a short description 
of the problem. The Software Guild™ will replace your disk promptly, 
per warranty provisions. 


oe 


If you have other problems: 


If you have other problems with your program, please contact the 
dealer where you purchased the software. They have the experience 
and service network to assist you. 


The objective of The Software Guild is to provide the highest qual- ‘ie 
ity software products available. In order to improve our products ae 
wherever possible, we are happy to receive comments, criticism or 

praise. Write to us at: 


The Software Guild, Inc. 
Customer Service 

2943 Whipple Road 
Union City, CA 94587 

1 (800) 341-4000 © 
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Appendix B 
Backing up your Data Diskettes 


It is vitally important that you back up your Accounts Receivable 
“Customers” and “Transactions” diskettes regularly. Remember— 


_Softsmith can always replace your program disk but not your data. 


Maintaining a backup copy of all data is the only way of protecting 
yourself against loss of time and money due to a damaged data 
disk. 
: 

Your data disks can easily be copied by the COPYA utility included 
on the DOS 3.3 System Master Diskette supplied with your Apple 
computer. Franklin Ace 1000 owners have a similar copy utility 
on their System Master Diskettes. 


39 


Bye 


* 


Appendix C 
Sample Accounts Receivable Reports 


To demonstrate the variety of reports which can be produced using 
the Accounts Receivable program, we have included copies of many 
printer outputs on the following pages. These are: 

¢ Customer List 

s Sales Journal 

e Recap of Sales Journal 

e Cash Receipts Journal 

e Recap of Cash Receipts Journal 

e Customer Sales Report 

e General Ledger Posting Report 


e Accounts Receivable Aging Report 


e Accounts Receivable Aging Report Summary 
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